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1) Introduction

a) Purpose of Production Policy Manual
The purpose of the Production Policy Manual isto lay out the policies and procedures for events
produced by the Saddleback College Theatre Arts Department. These policies are effective beginning January 8,
2008. Any variance from these policies can only be made by the Theatre Arts Department Chairperson in
consult with the Dean of Fine Arts. Any and all persons involved in the production regardless of their position
or function will need to adhere to rules and procedures set forth in this manual. This Production Policy
Manual isthe primary component of the syllabus for the following rehearsal and performance classes. TA-15,
TA-16, TA-17, TA-18, TA-19, TA-142 as well as all other performance classes and departmental activities.
This document will be distributed with the syllabus at the first class meeting by the instructor of record; other
syllabus components will address the following information only:
Rehearsal dates and times
Performance dates
Learning goals and outcomes
Tangible measurements of student success.
The Production Policy Manual is available from the Production Manager, the Faculty member of record,
or online at: http://www.saddl eback.edu/arts
The Production Policy Manual will be reviewed and/or updated yearly by staff and faculty of the Theatre
Arts Department.

b) Saddleback College Vision

To inspire and develop through excellence in education a community of diverse learners dedicated to
achieving their full potential in our global society.

c) Saddleback College Mission Statement

To provide access to learning opportunities that promote student success; to foster intellectual growth,
individual expression, and to support a dynamic and diverse environment of innovation and collegiality.
d) Fine ArtsDivision Vision

To create through excellence in education a nationally- and internationally-reputed educational program
and training ground for performing and visual arts students with cultural programs that inform, entertain, and

enrich the communities we serve.

e) FineArtsDivision Mission Statement

To provide access to learning opportunities that promote student success and cultural enrichment for the
community; to foster intellectual growth, individual expression, and character development; and to support a
dynamic and diverse environment of innovation and collegiality that produces educated artists, actors,
musicians, and technicians prepared for the challenges of continued higher education and the industry
workforce.

f) Theatre Arts Department Vision
To inspire and develop through excellence in Theatre education a community of diverse learners dedicated
to achieving their full potential in our global society.

g) Theatre Arts Department Mission Statement
To Provide Access to excellent theatre learning opportunities that promote student success; to foster
intellectual growth, individual expression, and to support a dynamic and diverse environment of innovation and
collegiality.
h) Theatre Arts Department Goals
The primary goal of the Saddleback College Theatre Arts Department is to provide a comprehensive
postsecondary education and a full range of production opportunities. Emphasis is placed on open accessto all
students, including a diverse and changing student population. To this end the Theatre Arts Department will:
o0 Provide educational programs leading to the Associate of Artsin Theatre Arts
o Provide educational training programs leading to a certificate in Theatre Technology/Technical
Theatre
o Provide ameaningful general education program within theatre arts, including Baccal aureate-level
transfer, and occupational curricula necessary for employment in the entertainment industry
o Foster diversity by providing access to the community for participation and attendance at college
level productions.
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i) Professional Guest Artist Series

The International Guest Artist Series provides Saddleback College students and the local community
accessibility and exposure to visiting professional artists from avariety of disciplines. This diverse program
offers opportunities to attend performances by nationally and internationally recognized artists. Selected guest
artists remain on campus for master classes and workshops.

j) Angelsfor the Arts

The mission of the Angelsfor the Artsis to raise awareness and financial support for the Saddleback
College Performing and Visual Arts programs by attracting top artistic talent and funding for the cultural
entertainment, education and inspiration of the campus and local communities. The Angelsfor the Artsis
affiliated with the Saddleback College Foundation

k) Associated Student Gover nment

The Associated Student Government (ASG) plans, organizes, promotes, sponsors and finances a
comprehensive program of activities and services for all Saddleback College students including the Theatre Arts
productions. All Saddleback College faculty, staff and registered students are eligible to purchase an ASB
(Associated Student Body) stamp. Stamps are available during registration or all semester in the recreation
room SSC 211. ASG provides the funding for our productions so all participants of the productions here at
Saddleback College are strongly encouraged to purchase an ASB stamp.

2) Departmental Graduation/ Transfer Requirements
a) Pleaserefer to“ Graduation Requirements’ in your Saddleback College
Course Catalog.
3) Department Information
a) Awards
1) American College Theatre Festival, Irene Ryan Award

(only available for shows submitted for ACTF review) - Since 1972, the Irene Ryan Foundation of Encino, California, has
awarded scholarships to the outstanding student performers at each regional festival. These scholarships are
made possible by the generosity of the late Irene Ryan who is best remembered for her portrayal of the
lovable and feisty 'Granny Clampett' in The Beverly Hillbillies. All student actors in both Participating and
Associate productions are eligible for consideration for these $500 regional scholarships.

ii) Scholarships

Fine ArtsDivision Award — The Associated Student Government, with the support of the student body,
plans, organizes, promotes, sponsors, and finances a comprehensive program of activities for all
Saddleback College students. It offers scholarships to outstanding students in each academic division.
ASG Performing Arts Award — Thisaward is presented to a student in a performing arts program.

Robb Nimmo M emorial Endowment — This scholarship was established in memory of Robb D. Nimmo
by hisfamily. This award celebrates Robb’s warmth, his humor and many of his creative talents. It is
presented annually to one or more scholastically outstanding students pursuing a degree in fine arts or
communications.

Angelsfor the Arts Scholar ship — This scholarship is presented to students within the arts at Saddleback
College.

b) Communication

1) TheatreHallway Bulletin Board

The Bulletin Board located in the backstage theatre hallway areais used for announcements of
auditions, internships, and other important information. Y ou are encouraged to check it regularly for
updates.

i) Callboard

The bulletin board marked " Callboard" is to be used strictly for items pertinent to Department
productions posted by the Stage Manager, Director, Department Administrative Assistant, or Faculty/Staff
member. If you are amember of aproductionit is your responsibility to check the callboard regularly for
information concerning the production. The Callboard is located across from the Green Room

Iii) Costume Shop Bulletin Board
The bulletin boards outside the costume shop display recent projects of interest involving the costume
shop, as well as recent reviews of shows.
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iv) Faculty/Staff Mailboxes
Faculty/Staff mailboxes are located inside the Fine Arts Division office (FA 124).

v) Electronic Communication

Email is necessary to confirm your acceptance of arole, and is also the primary communication used
by Stage Managers to distribute rehearsal reports, etc.

c) Reports

1) Daily Rehearsal Reports

The Stage Manager will generate Daily Rehearsal Reports in both written and e-mail form for each
rehearsal. These reports must be distributed by 9:00 am of the morning after the rehearsal as well as posted
on the Callboard. These reports will be the primary method of communication for the entire production
team during the rehearsal process. They will include updates on production needs as they arise between
Production Meetings. Everyone in the cast, crew and those with positions of responsibility should check e-
mail and/or the Callboard each day. A copy of the standard rehearsal report is attached to the end of this
document.

1) Production Meeting Reports

The current Theatre Production Manager runs Production Meetings, and takes Production Meeting
Report notes. The Theatre Production Manager will then generate Production Meeting Reportsin e-mail
form for each Theatre Production meeting. These reports will be a primary method of communication for
the entire Department. They will include updates from each of the faculty and staff, Student Managers,
positions of responsibility, et al.
iii) Performance Reports

Once the show opens, the Stage Manager will generate Performance Reports and distribute them by e-
mail at the end of each performance. The Stage Manager will print out the report and post the hard copy on
the callboards. These notes will be a primary method of communication for members of the production
team during the running of the production. They will include updates on production needs as they arise. It
isimperative that everyone in the cast, crew and those with positions of responsibility check e-mail and/or
the Callboard each day. A copy of the standard production report is attached to the end of this document.

iv) House Manager Reports

After each performance the House Manager must fill out a House Manager Report. This report shows
the number of patronsin attendance, condition of the facility, and any abnormal instances that may have
happened before, during or after the performance. Blank forms for the McKinney Theatre are located in the
House Manager closet in the lobby stairwell; forms for the Studio Theatre are hanging on the North wall of
the Production Office (FA 310). When completed these reports will be filed in FA 304. Following review
by the Director of Performing Arts Operations, the Theatre Production Manager will file the report for
future reference. A copy of the standard House Manager Report is attached to the end of this document.

d) TheatrelLiterature

The Department subscribes to several services such as ArtSEARCH and Backstage West that list job
announcements in theatre. Additionally, the Department receives job announcements directly from prospective
employers. The publications are located in the Performing Arts office (FA 304); the announcements are located
on the Theatre Arts Bulletin Board outside the scene shop. Make a habit of examining these listings periodically
for employment opportunities. Please do not remove pages from the publications or callboard --copy down the
pertinent information.

€) TheatrelLibrary

The Theatre Arts Department Theatre Library islocated in the Green Room (FA 306). Materials may be
checked out through the Theatre Arts Department chairperson. Thislibrary isrun on the “honor system.”
Please return materials so that other division and department members can use them as well. A complete list of
materialsis available in the Production Office (FA 310).

f) FineArtsDivision Office

The Fine Arts Officeislocated in FA 124. The Fine Arts Senior Administrative Assistants are located in
this office. Thisis where faculty and staff mailboxes are located, as well as the office of the Dean of Fine Arts.
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g) Performing Arts Office

The Performing Arts Officeis located in FA 304. The Public Information Officer for the Division, the
Director of Performing Arts Operations, and the Senior Administrative Assistant to the Director of Performing
Arts Operations are located in this office.

4) College Policies

All participants in the Saddleback College Theatre Arts Department productions shall be registered students and
will not be permitted to rehearse or perform unless officially enrolled in classes listed on page 5 of the Theatre Arts
Production Policy Handbook (this document). The Dean of Fine Arts, in conjunction with the Department
Chairperson, and the Director of Performing Arts Operations will review extenuating circumstances that prevent
student enrollment compliant with Board of Trustee policy.

Saddleback College students are responsible for regulating their own conduct and for respecting the rights and
privileges of othersin accordance with the Code of Conduct set by the district Board of Trustees (AR 5401).
Saddleback students are expected to conduct themselvesin a manner compatible with the function of the college as
an educational institution and respect and obey all civil and criminal laws. Failure to show respect for the standards
as set forth by Saddleback College is cause for disciplinary action. Students should familiarize themsel ves with
Code of Conduct available on the Vice President Student Services web site (www.saddleback.edu/ss'vpss),
Saddleback College Catalog, and Saddleback College Student Handbook.

Each Faculty member whose courses are utilized in the development, production, musical direction,
performance, and delivery of any theatrical event has the right to administer “ AR 5401 Student Conduct.” In the
event of aviolation of AR 5401, the faculty involved in the teaching of any course(s) related to the production will
convene with the other faculty of record involved in the production to determine the appropriate action(s) to take.
The Division Dean and Vice President of Student Services will assist with this decision making and follow through
per AR 5401 as requested and needed. If students observe other students violate the code of conduct, these students
may be interviewed only by the faculty of the classes, Vice President of Student Services, Dean, or by a permanent
Saddleback College employee designated to do so by the faculty. The goal of interviewing student witnessesisto
best determine the facts while maintaining confidentiality as accurately as possible. Students shall not be
interviewed by any students. Hearsay will not be considered.

a) Smoking

Theintent of this administrative regulation is to provide a healthy environment and to ensure the
availability of information and programs related to the effects of smoking on the health and well-being of the
students and staff of the South Orange County Community College District.

1. Smoking is prohibited inside al South Orange County Community College District buildings.

2. Vehicles transporting students for instructional/extracurricular activities are considered nonsmoking

areas.

3. Smoking is permitted in outside areas that are 10 feet away from any college building.

4. Asnew medical research and information becomes available, it will be reviewed by the Student Health

Center and the employee-wellness program and distributed as appropriate.

5. The Student Health Center will serve asareferral agency and provide guidance for students and staff as

requested.

6. Smoking-cessation programs will be presented under the auspices of the Student Health Center and the

employee wellness program.

7. A district committee composed of representatives from the colleges and district services will review the

regulations periodicaly.

b) Alcohol/Drug Policies

The South Orange County Community College District and California State law prohibit the unlawful
possession, use, distribution, manufacture or dispensing of illicit drugs and alcohol by students on college
property or as part of any college activity. [California Ed. Code, Section 76033 (&) and South Orange County

Community College District Board Policy and Administrative Regulation 5401-Code of Conduct] The Federal

Controlled Substance Act provides penalties of up to 15 years' imprisonment and fines up to $25,000 for

unlawful distribution or possession with intent to distribute narcotics. For unlawful possession of a controlled

substance, a person is subject to up to one year of imprisonment and fines up to $5,000. Any person who
unlawfully distributes a controlled substance to a person under twenty-one years of age may be punished by up
to twice the term of imprisonment and fine otherwise authorized by law. If, at any time, you feel that a student
or district employee is under the influence of alcohol, or other controlled substances on campus, you are
encouraged to call Campus Safety at ext. 4444 immediately.
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c) Weapon Policies

i) CadliforniaPenal codes 626 — 626.10 prohibits weapons on campus for any reason.

ii) If youarein need of aprop that closely represents a weapon for a classroom scene, permission must
be obtained from your professor in advance. Y our professor may require permission from the Dean of
Fine Artsin writing prior to the weapon being brought on campus. The Dean will inform Public Safety
of the type of prop weapon, the persons authorized to use it on campus, and the dates/times that the
weapon will be on campus.

iii) When transporting the prop weapon on campus, be discreet so asto not alarm unsuspecting students,
faculty members or Campus Safety officers.

iv) DO NOT utilize the prop weapon outside of the classroom that it has been assigned to, ever.

v) If you arein aproduction, any props/weapons you will need will be assigned to you from the Theatre
Artsinventory. All weapons used in production must be locked up between performances/rehearsals.
The Stage Manager, under faculty/staff guidance, will have access to the lock-up area. If, at any time,
you feel that a student, faculty, or staff member has a weapon on campus, that is either not intended for
stage use, or is being used outside of it's designated area, you are encouraged to call Campus Safety at
ext. 4444 immediately.

5) Departmental Palicies

a) Attendance

It isimportant to your education to attend each and every class and be consistently on time. Rehearsal and
Performance, and Production sessions are, in fact, college classes (see page 5) and will be considered as such by
participating faculty, staff, and students. Thus, all participants are advised to approach the production process
with consideration due a course with grading and disciplinary implications. Individual faculty members
establish, publish, and enforce attendance policies for their classes.
b) Eating

Thereisno eating or drinking in the theatres, dressing rooms, shops, rehearsal spaces or classrooms
(without express permission from shop supervisor, faculty or staff). The only exception is bottled water with a
top that re-seals. Please see costume shop rules for policies regarding eating, drinking and smoking in costume.
c) Publicity

All publicity must be channeled through the Fine Arts Division Public Information Officer in the
Performing Arts Office. PIO arranges for all photography, newspaper, radio, internet and television releases,
banners, signs and posters. All publicity must be coordinated and administered by Fine Arts Division Public
Information Officer. There are no exceptions to this procedure.

i) Publicity Photo Sessions

The Fine Arts Division Public Information Officer (PIO) schedules publicity photo calls. These photo
calls are for advertising and publication. The PIO isresponsible for all layouts, set up, scheduling and
distribution regarding these photos. The purpose of these photo calls are advertising and publication only
and are not for archival or portfolio purposes. Costumes and backgrounds are at the discretion of the
costume shop and scene shop. The duration of the publicity photo session will not exceed 60 minutes.
Photo calls are to be announced no later then the first production meeting for the show. The final shots
chosen for distribution are to be done in consultation with the Director of the Production. The Director of
the Production will be in attendance to monitor the artistic vision of the show.
1) Program

The Fine Arts Division Public Information Officer handles all program copy. Submissions for the
program must be received by the PIO two weeks prior to first public performance. It is the responsibility of
the Director of the Production and department supervisor to submit information required for the program to
the Stage Manager by the deadline. A proof of the program will be made available by the PIO. The PIO
will inform the Stage Manager, Director of the Production, department supervisors and the Theatre Arts
Department faculty by e-mail when the proof is available. All production members will be provided with
the opportunity to proofread any information given about them to be printed in the program. Thereisa
specific format to the program, including how positions are listed, and in what order they are listed. The
Dean of Fine Arts must approve any deviation from this format.
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iii) Production Photo Sessions

The Production Manager will arrange a production photo session for each production. The purpose of
aproduction photo session is primarily for archival purposes; however the designers and/or performers may
choose to purchase the photos for their portfolio or sentimental reasons. These photo sessions will happen
after a performance and all actors and crew are required to stay. The photos are property of the
photographer and arrangements are a private matter between the photographer and purchaser. The photos
may be used by department for publicity and for advertising the school and programs. By participating in
the production you are giving permission to Saddleback College to use your likeness. A release formis
provided at auditions. Production photo sessions will consist of no more than 30 different “set ups’ and will
take no more then two hours. The Stage Manager and Production Manager are in charge of this session.
The Director of the Production will be in attendance to monitor the artistic vision of the photo shoot. The
only persons authorized to take photographs are those assigned to do so by the Theatre Production
Manager. No one other than those authorized by the Director of Performing Arts Operations may take any
photos of a Saddleback College Fine Arts Division and/or Theatre Arts Department production nor print
them physically or post them on-line.

6) Production
a) Theatre Arts Department Communication Flowchart

Theatre Arts Department Communication Flowchart
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b) Typical Theatre Communication Flowchart
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Typical Non-Profit Theatre Communication Flowchart

¢) Administrative Job Descriptions
1) Dean, Fine ArtsDivision
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The Dean of the Fine Arts division assumes many of the duties that would typically be held by a

theatrical producer. The Dean isthe direct supervisor of the entire theatre staff, as well asthe theatre
faculty.

i1) Director of Performing Arts Operations

The Director of Performing Arts Operations assumes the duties that would typically be held by an

Artigtic Director for the Guest Artist Series as well as General Manager for the Theatre Arts season. The

Director of Performing Arts Operations reports directly to the dean and is the administrative designee by
the dean for the theatre arts staff.
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d) Production Job Descriptions

The following job descriptions are not contractual job descriptions as agreed to by the South Orange
County Community College District, the Faculty Association, and California Schools Employee Association
(CSEA), but describe typical duties performed by theatrical professionals. They are utilized henceforth for
purposes of training students in theatrical tradition and, in the unforeseen event of conflict, are subordinate to
any formal job description and contractual obligations of employees of the South Orange County Community
College District that may hold these responsibilities as faculty or staff. Students, faculty or staff may hold these
positions. Students holding any of the following positions are not responsible for the administration of
Administrative Regulation (AR) 5401 however they are responsible for reporting violations of the student code
of conduct in writing to the instructors of record for the class related to the production.

1) Director of the Production

(1) Develop the overall artistic and conceptual approach to the production

(2) Meet with technical staff (lighting designer, scenic designer, sound designer, props master) to
develop the designs for scenery, lighting, sound, properties, and audio visual elements as needed

(3) Work with Directing Staff (choreographer, music, and vocal music directors) to reinforce the
overall production concept through all of the various elements of the production

(4) Work with the Director of Performing Arts Operations, Theatre Production Manager, and Stage
Management staff to determine audition processes, and materials needed

(5) Work with the Director of Performing Arts Operations, Theatre Production Manager, Technical
Theatre Faculty, and Stage Management staff to create an overall rehearsal and production
calendar for the show.

(6) Attend all production meetings for assigned shows

(7) Collaborate with the Directing Staff to determine the appropriate casting for the production. In all
cases regarding casting decisions, the Director of the Production has the final authority and must
comply with college and district policies regarding proper enrollment.

(8) Open each room necessary for rehearsal and/or performance, and secure al rooms used at the end
of each rehearsal and/or performance

(9) Rehearse with the cast according to the production schedule to accomplish scene-by-scene
blocking, incorporate musical elements, choreographic elements, combat elements, and other
elements as needed for the production.

(10) The Director of the Production or their (faculty or staff) designee must be in attendance for each
rehearsal and performance.

(11) The Director of the Production will attend opening night and all other performances.

(12) Once the show is open, the director of the production will provide notes and communication
through the Stage Manager

(13) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

1) Assistant Director of the Production (may be held by a student)

(1) Work with the Director of the Production to develop and communicate the overall artistic and
conceptual approach to the production.

(2) Attend meetings with Technical Staff (lighting designer, scenic designer, sound designer, props
master) to develop the designs for scenery, lighting, sound, properties, and audio visual elements
as needed.

(3) Assist the Director of the Production and the directing staff (choreographer, music, and vocal
music directors) to reinforce the overall production concept through all of the various elements of
the production.

(4) Work with the Director of Performing Arts Operations, Theatre Production Manager, and Stage
Management staff to determine audition processes, and materials needed.

(5) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar for the show.

(6) Attend all production meetings for assigned shows.

(7) Collaborate with the directing staff to determine the appropriate casting for the production. In al
cases regarding casting decisions, the Director of the Production has the final authority and must
comply with college and district policies regarding proper enrollment.
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(8) Assist the Director of the Production in rehearsals to accomplish scene-by-scene blocking,
incorporate musical elements, choreographic elements, combat elements, and other elements as
needed for the production.

(9) Rehearse with the cast according to the production schedule to accomplish scene-by-scene
blocking, incorporate musical elements, choreographic elements, combat elements, and other
elements as needed for the production.

(10) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production which reflects the overall production concept.

(11) Attendance for opening night is mandatory. Attendance at the remaining performancesis at the
discretion of the Director of the Production.

iii) Chor eographer

\Y))

(1) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.

(2) Work with the Director to identify scene-by-scene choreographic elements which are needed for
the production.

(3) Attend meetings with technical staff (lighting designer, scenic designer, sound designer, props
master) to monitor the designs for scenery, lighting, sound, properties, and audio visuals elements
as they relate to the choreography.

(4) Work with the Director, and Stage Manager to determine audition processes, and materials
needed.

(5) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar for the production.

(6) Attend all production meetings for assigned shows.

(7) Collaborate with the Directing Staff to determine the appropriate casting for the production. In all
cases regarding casting decisions, the Director of the Production has the final authority.

(8) Develop choreography that reinforces the production concepts and is in keeping with the ability of
the performers, the scope of the venue, and the timeframe available to mount the production.

(9) Work with cast members to create a quality rehearsal experience that leadsto a quality
performance that reflects the overall production concept.

(10) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(11) Attendance at all performancesis required

(12) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

Music Director/Conductor

(1) Work with the Director of the Production, Production Manager and Stage Management staff to
determine audition processes and material needed. Provide those materials.

(2) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.

(3) Work with the Director of the Production and Vocal Music Director to identify scene-by-scene
music elements which are needed for the production.

(4) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar for the production.

(5) Attend all production meetings for assigned shows.

(6) Assemble (audition) the musicians necessary to complete the requirements of the musical score.
Create arehearsal schedule which will allow the musicians to thoroughly learn the music and
develop a unified ensemble sound.

(7) Assist the directing team to make adjustments to the score as needed to reinforce the production
concepts, work within the ability of the performers, and stay within the timeframe available.

(8) Collaborate with the directing staff to determine the appropriate casting for the production. In al
cases regarding casting decisions, the Director of the Production has the final authority.

(9) Attendance at all performancesis required.
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(10) Work with musicians and the cast to create a quality rehearsal experience that leadsto a quality
performance that reflects the overall production concept.

(11) Conduct a comprehensive music rehearsal (sitzprobe) to incorporate the instrumental music with
the vocal music.

(12) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(13) Oversee the procurement and integration of pre-recorded music into the production when required.

(14) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

v) Vocal Music Director

Vi)

vii)

(1) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.

(2) Work with the Director of the Production and Music Director/Conductor to identify scene-by-
scene vocal music elements which are needed for the production.

(3) Attend meetings with technical staff (lighting designer, scenic designer, sound designer, props
master) to monitor the designs for scenery, lighting, sound, properties, and audio visual elements
asthey relate to the music.

(4) Work with the Director of the Production and Stage Management staff to determine audition
processes, and materials needed.

(5) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar for the production.

(6) Attend all production meetings for assigned shows.

(7) Collaborate with the directing staff to determine the appropriate casting for the production. In al
cases regarding casting decisions, the Director of the Production has the final authority.

(8) Teach the cast the vocal music they will be required to sing. Reinforce the production concepts,
work to improve the ability of the performers, and stay within the timeframe available.

(9) Work with cast members to create a quality rehearsal experience that leadsto a quality
performance that reflects the overall production concept.

(10) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(11) Attendance at all performances is mandatory

(12) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

Accompanist

(1) Provides musical accompaniment during the audition process by sight reading selections, or by
playing selections from the score.

(2) Provides musical accompaniment throughout the rehearsal process.

(3) Work with the Music Director and VVocal Director to make and notate cuts, key changes, or other
information regarding the musical score so those changes can be incorporated into the rehearsal
process and final production.

(4) Work with musicians as necessary to complete the requirements of the musical score.

(5) Attend rehearsals as assigned by the Theatre Production Manager.

(6) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(7) Play with the pit orchestra during performances if contracted to do so
Scenic Designer

(1) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.

(2) Work with the Director of the Production to identify scenic elements that are needed for the
production.

(3) Design scenery that reinforces the production concept, works within the space available, and
within the budget available.

(4) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.
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(5) Attend meetings with technical staff (lighting designer, sound designer, props master) to
communicate the designs for scenery, and collaborate with the lighting, sound, properties, and
audio visual elements as they relate to the scenery.

(6) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar.

(7) Attend all production meetings for assigned shows.

(8) Work with the Technical Director to communicate building plans, painting elevations, and to solve
problems encountered in the building process.

(9) Continuously monitor the budget to ensure fiscal accountability asit relatesto the building
process.

(10) Make adjustments to the set as needed to reinforce the production concepts, to accommodate the
needs of the directing team, and stay within the timeframe and budget available.

(11) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(12) Attend and actively participate in all technical rehearsals

(13) Attend and actively participate in the planning and execution of strike.

(14) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

viii) Lighting Designer

(1) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.

(2) Work with the Director of the Production to identify lighting elements which are needed for the
production.

(3) Design lighting that reinforces the production concept, works within the space available, and
within the budget available.

(4) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.

(5) Attend meetings with technical staff (scenic designer, sound designer, props master) to
communicate the designs for lighting, and collaborate with the scenery, sound, properties, and
audio visual elements as they relate to the lighting.

(6) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar.

(7) Attend all production meetings for assigned shows.

(8) Work with the Master Electrician and/or students to communicate lighting plots, focus calls, and
to solve problems encountered in the hanging process.

(9) Collaborate with Production Manager to continuously monitor the lighting budget to ensure fiscal
accountability asit relates to the building process.

(10) Make adjustments to the lighting as needed to reinforce the production concepts, to accommodate
the needs of the directing team, and stay within the timeframe and budget available.

(11) Provide lighting cues to the Stage Management staff in atimely manner.

(12) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production which reflects the overall production concept.

(13) Attend and actively participate in all technical rehearsals

(14) Attend and actively participate in the planning and execution of strike.

(15) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

iX) Costume Designer
(1) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.
(2) Work with the Director of the Production to identify costume pieces which are needed for the
production.
(3) Design costumes that reinforce the production concept, works within the logistical parameters,
within the budget available, and will be appropriate for the production.
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(4) Attend meetings with technical staff (lighting designer, sound designer, props master) to
communicate the designs for costumes, and collaborate with the lighting, sound, properties, and
scenic elements as they relate to the costumes.

(5) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar.

(6) Attend all production meetings for assigned shows.

(7) Work with the costume shop staff and/or students to coordinate costume construction, purchasing,
rentals and alterations, and to solve problems encountered in the entire process.

(8) Collaborate with Production Manager to continuously monitor the costume budget to ensure fiscal
accountability asit relates to the building process.

(9) Make adjustments to the costume plot as needed to reinforce the production concepts, to
accommodate the needs of the directing team, and stay within the timeframe and budget available.

(10) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.

(11) Conduct a comprehensive dress parade to finalize the entire costume plot, ensure the final
alterations are complete, and create afinal countdown list of what needs to be finished before the
first dressrehearsal.

(12) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(13) Attend and actively participate in all technical rehearsals

(14) Attend and actively participate in the planning and execution of strike.

(15) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

Sound Designer

(1) Work with the Director of the Production to develop and communicate the overall conceptual
approach to the production.

(2) Work with the Director of the Production to identify sound elements that are needed for the
production.

(3) Develop sound cues and sound reinforcement that amplifies the production concept, works within
the space available, within the budget available, and will be appropriate for the production.

(4) Attend meetings with technical staff (lighting designer, scenic designer, props master) to
communicate the sound needs, and collaborate with the lighting, scenery, properties, and audio
visual elements as they relate to sound.

(5) Assist the Director of the Production, Director of Performing Arts Operations, Theatre Production
Manager, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal
and production calendar.

(6) Attend all production meetings for assigned shows.

(7) Develop aplot that communicates equipment needs and the connectivity of the design. Work to
solve problems encountered in the set-up process.

(8) Collaborate with Production Manager to continuously monitor the sound budget to ensure fiscal
accountability asit relates to the building process.

(9) Make adjustments to the sound plot as needed to reinforce the production concepts, to
accommodate the needs of the directing team, and stay within the timeframe and budget available.

(10) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.

(11) Work with the cast, crew, and production staff to accomplish the best possible sound for the
production, including discussions regarding microphone technique, proximity, etc.

(12) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(13) Attend and actively participatein all technical rehearsals

(14) Attend and actively participate in the planning and execution of strike.

(15) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.
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xi) Technical Director

xii)

(1) Work with the production staff, design team, and Technical Theatre Faculty to develop and
implement the necessary technical elements of the production and estimate the overall technical
cost of production.

(2) Collaborate with production staff to continuously monitor all technical budgets to ensure fiscal
accountability.

(3) Develop working drawings of the scenery and technical elements that accurately reflects the
designer’ sintentions, works within the space available, within the budget available, and will be
safe for the cast.

(4) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.

(5) Attend meetings with technical staff (lighting designer, sound designer, props master) to
communicate the designs for scenery, and collaborate with the lighting, sound, properties, and
audio visual elements as they relate to the scenery.

(6) Work with the Director of the Production, the Director of Performing Arts Operations, Technical
Theatre Faculty, Directing and Stage Management staff to create an overall production calendar at
or before the 1st production meeting and to maintain it throughout the rehearsal and performance
process.

(7) Attend all production meetings for assigned shows.

(8) Work with Scenic Designer, Prop Master, and/or students to locate, and acquire each prop that will
be appropriate for the production.

(9) Work with the Master Carpenter to communicate building plans, painting elevations, and to solve
problems encountered in the building process.

(10) Make adjustments to the building schedule as needed to reinforce the production concepts, to
accommodate the needs of the Designer, and stay within the timeframe and budget available.

(11) Oversee and supervise the Stage Manager’s creation of scene plot indicating the scenery’s
movement, placement, and necessary crew & cast requirements.

(12) Conduct comprehensive technical rehearsals to incorporate set movement, fly cues, and other
action needed to ensure smooth transitions during scene shifts.

(13) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(14) Attend and actively participate in all technical rehearsals

(15) Attend and actively participate in the planning and execution of strike.

(16) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

Production M anager

(1) Collaborate with production staff to help co-ordinate the designs for scenery, lighting, sound,
properties, and audio visuals elements as needed.

(2) Collaborate with the production staff in estimating production costs and maintaining the
production’s fiscal integrity and accountability.

(3) Schedule and lead meetings with the complete production staff throughout the production to
ensure continuous communication between the production team.

(4) Work with the Director of the Production, Director of Performing Arts Operations, Production
staff, Technical Theatre Faculty, and Stage Management staff to create an overall rehearsal and
production calendar.

(5) Work with the Director of Performing Arts Operations, Director(s) of the production and Stage
Management staff to determine audition processes, and materials needed.

(6) Attend all production meetings for assigned shows.

(7) Monitor each areato be sure each element of the production is providing a safe working
atmosphere for themselves, performers, crew, and anyone who comes into contact with the
production.

(8) Schedule and moderate the “post mortem” once the production is complete to evaluate the process
and the final product.
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Xiii) Stage Manager (may be held by a student)

The Stage Manager is akey position in any successful theater production. The position has a
unique function because it serves the dual function of assistant to the director and production staff during
the rehearsal period and then becomes the person in charge of the production during the actual
performance. The duties and responsibilities listed here are incomplete; they serve as only aguide. A good
Stage Manager must be able to adapt to the needs of each production.

Daily contact must be maintained with the entire production staff in order to communicate all of
the various bits of information pertaining to the production. The SM will be responsible for the creation and
distribution of the Daily Rehearsal Report and the Performance Report. The reports serve as atwo way
communication between all members of the production staff. Rehearsal reports should be completed at the
end of each day and e-mailed to the production staff before the beginning of each school day. The SM will
maintain the Production Callboard, posting notices for cast and crews. The Callboard must be kept neat so
that information is not lost in a clutter of useless postings.

The duties and procedures of the Stage Manager will vary with the nature of the script, production,
rehearsal, Director of the Production, and Designers. A good Stage Manager must be able to adapt to the
needs of each production. When an Assistant Stage Manager is available, use that person to assist with
routine duties. Both the Stage Manager and the Assistant Stage Manager must attend production meetings.

(1) General Duties

() Assist the Production Manager and the Director of the Production in conducting auditions.

(b) Create a Company Roster that will contain accurate information as to assignment, address,
and phone number of each company member. This should be completed at the initial
Company Meeting.

(c) Create and maintain the Prompt Script. The prompt script will contain al blocking notations,
plus cues for lights, sound/audio, shift cues, orchestra, costume changes/ information and
whatever is necessary for the production.

(d) Attend all production meetings for assigned shows.

(e) When rehearsals move into technical rehearsals, the Stage Manager will run the rehearsals.

(f) Maintain the show throughout the run of the show, as rehearsed and give notes to the cast as
needed.

(2) Rehearsals

(8 The Stage Manager isresponsible for taping out the set on the floor of the rehearsal room.
The Stage Manager must obtain a dimensioned ground plan from the Set Designer or
Technical Director. The Production Manager or Technical Director will supply spike tape.
The Stage Manager is also responsible for removing all tape from the rehearsal floor at the
end of the rehearsal process.

(b) The Stage Manager isresponsible for gathering, storing, and returning all rehearsal props and
rehearsal furniture. A list should be compiled in consultation with the Director of the
Production and Designers.

(3) Beforerehearsal

(& Arrive 20 to 30 minutes early; or earlier as needed. The space should be ready 15 minutes
before the call time. Be sure all necessary doors are unlocked. Turn ON appropriate lights.

(b) Check that the floor is clear and safe for the action required (this may mean sweeping and
mopping).

(c) Check that any scenery or set pieces are ready to be used as required.

(4) Beginning of rehearsal

(8 The Stage Manager should start and end all rehearsals.

(b) Assemble cast; record attendance, submit to faculty of record.

(c) Give announcements and distribute information.

(d) Give specific instructions required for that rehearsal period.

(e) Make sure rehearsal props are available to cast members.

(f) Coordinate the sign-up or costume fittings between the costume shop and the cast.
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(5) Duringtherehearsal
(8 Help maintain quiet and order.
(b) Call cuesto begin the action: curtains, lights, sound etc.
(c) Record blocking.
(d) Record changes to the script and distribute.
(e) Prompt actors as required.
(f) Record running times.
(g) Time and coordinate breaks for actors and staff.
(h) Keep director informed of time allocation.
() Inamusical, help to coordinate activities between Director of the Production, Music Director,
Choreographer, and the cast in an effort to make the most efficient use of time.
(6) End of rehearsal
(8 The stage manager should release the cast from the rehearsal.
(b) Assist the director with notes as needed.
(c) Give announcements and take questions.
(d) Remind cast about scheduled fittings and or changes to the schedule.
(7) After rehearsal
(8 Therehearsal space must be left clean and neat and restored to it’s classroom formation (if
applicable).
(b) All props must be stored so they are secure and out of the way.
(c) All doors must be locked. Have everyone leave from one door if possible.
(d) All lights must be turned OFF with the exception of the ghost light (if in McKinney Theatre).
(e) Check out with the Director of the Production before leaving.

Xiv)  Properties Master (may beheld by a student)

(1) Work with the Director of the Production and Set Designer to communicate the overall conceptual
approach to the production.

(2) During or before the first week of rehearsal, work with the Director of the Production, Stage
Manager, and Set Designer to identify properties which are needed for the production.

(3) Work with the Stage Manager to develop a Master Prop List that reflects the needs of the
production, works within the space available, within the budget available, and can be acquired
within the timeframe available.

(4) Work with the staff and Technical Director to research, locate, and acquire each prop that will be
appropriate for the production.

(5) Attend meetings with technical staff to communicate the prop needs, and collaborate with the
lighting, scenery, and audio visual elements as they relate to properties.

(6) Attend all production meetings for assigned shows.

(7) Collaborate with the Stage Manager to develop a property plot that identifies each prop, how the
performer usesit, when it will be used, where it needs to be preset, and where it should be stored
when not in use. Work to solve problems encountered in the set up process.

(8) Collaborate with Production Manager and Technical Director to continuously monitor the
properties budget to ensure fiscal accountability asit relates to the building process.

(9) Make adjustments to the properties list as needed to reinforce the production concepts, to
accommodate the needs of the directing team, and stay within the timeframe and budget available.

(10) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.

(11) Collaborate with the stage management team to communicate to the cast how to handle props, the
importance of presets and returning props to the correct location.

(12) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(13) Once the production is complete, inventory and store props that will stay with the theater, return
props that must be returned, and complete any paperwork regarding the use of loaned props.

(14) Attend and actively participate in al technical rehearsals

(15) Attend and actively participate in the planning and execution of strike.

(16) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.
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xv)Master Carpenter (may beheld by a student)

(1) Work with the Technical Director to develop and construct the scenic elements of the production.

(2) Review the construction drawings to ensure they are accurate, work within the space, manpower
and equipment available; and will be safe during load-in as well as the final product.

(3) Attend meetings with technical staff (lighting designer, sound designer, props master) to
coordinate the implementation of the various technical components of the production.

(4) Attend meetings with the complete production staff throughout the process to ensure continuous
communication between the production team.

(5) Assist the Technical Director in the coordination of the load-in schedule; ensure necessary
equipment and materials are available and on-hand to complete the load-in process.

(6) Participate in and supervise theatre aides and students in the construction of scenic elements and
properties.

(7) Becompletely available during the load-in process and tech week of the assigned show.

(8) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(9) Assist the Technical Director during strike, including supervision of actors and crews.

(10) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

xvi)  Carpenter (may beheld by a student)

(1) Under the direction of the Technical Director, and/or Master Carpenter, constructs scenery and/or
properties for assigned show.

(2) Maintains a safe working atmosphere while building scenery, during load-in as well as strike.

(3) Assiststhe Technical Director and/or Master Carpenter during strike, including supervision of
actors and crews.

xvii) Pit Musician

(1) Under the direction of the Music Director play musical instruments, as arranged by musical
director, for assigned show.

(2) Beontimefor each call, typically 1 hour prior to performance time, as well as other scheduled
times, asindicated in rehearsal schedule.

(3) Participate in the strike by loading out musical equipment as well as all trash left in working area
(typically orchestra pit).

xviii) Master Electrician (may beheld by a student)

(1) Work with the Lighting Designer to develop and implement the necessary lighting elements of the
production.

(2) Review thelight plot to ensure it accurately reflects the designer’ s intentions, works within the
space and equipment available, within the budget available.

(3) Provide a safe working atmosphere for themselves, performers, crew, and anyone who comesinto
contact with the production.

(4) Attend meetings with technical staff (lighting designer, sound designer, props master) to
coordinate the implementation of the various technical components of the production.

(5) Attend meetings with the complete production staff throughout the process to ensure continuous
communication between the production team.

(6) Coordinate the load-in schedule, ensure equipment is available and ready, color, templates, and
other accessories are on-hand ready to complete the load-in process.

(7) Complete focus callsto ensure the light plot is ready for cueing rehearsals.

(8) Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production that reflects the overall production concept.

(9) Attend the “post mortem” once the production is complete to evaluate the process and the final
product.
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XiX)
1)

@)
3
(4)
()
(6)
(7)
(8)
(9)

Costume M aster

Work with the Costume Designer to develop and implement the necessary costume elements of
the production.

Review the costume plot to ensure it accurately reflects the designer’ s intentions, works within the
space and materials available, within the budget available, and will be safe for the cast.

Attend meetings with technical staff (lighting designer, sound designer, props master) to
coordinate the implementation of the various technical components of the production.

Attend meetings with the complete production staff throughout the process to ensure continuous
communication between the production team.

Coordinate the build schedule, ensure material, patterns, and equipment, are on-hand ready to
complete the construction process.

Complete alterations to rented or loaned costumes and devel op a schedule to launder all costume
materials.

Supervise and assist the Dressing Staff in the incorporation of quick changes and other elements
required to accomplish smooth transitions between costume changes.

Work with the complete production staff in the final phase of the rehearsal process (tech week) to
accomplish a unified and seamless production which reflects the overall production concept.
Attend the “post mortem” once the production is complete to evaluate the process and the final
product.

xX)Light Board Operator (may beheld by a student)

)
(2
3
(4
(5
(6)
XXI)
D

(2)
(3)
(4)

(5)

(6)
XXIi)

1)

(2)
(3)
(4)

(5
(6)
XXiil)
D

(2)
(3)
(4)
()

Under the direction of the Lighting Designer and/or Master Electrician, programs light board.
If applicable, programs intelligent fixtures.

During production, and prior to house opening, completes a ‘ dimmer check.’

During production, and prior to house opening confirms the effects are operational and ready.
Under Stage Manager’s direction, completes other pre-show activities.

Under Stage Manager’s direction, operates the light board for each performance.

Sound Board Engineer (may be held by a student)

Under the direction of the Sound Designer, operates and sound board during technical rehearsals,
paying close attention to individual musician’s and performer’s needs.

Programs the sound board and other related equipment

Supervises and/or assists with the placement of body microphones on actors.

During production, and prior to house opening, completes a ‘ sound check’ If applicable sound
check will include band and cast members

Under Stage Manager’s direction, completes other pre-show activities.

Under Stage Manager’s direction, operates the sound board for each performance

Sound Board Operator (may be held by a student)

Under the direction of the Sound Designer, operates sound board and other related equipment
during technical Rehearsals.

If applicable, programs the sound board and other related equipment.

If applicable, assists with the placement of body microphones on actors.

During production, and prior to house opening, completes a ‘ sound check.’ If applicable sound
check will include band and cast members.

Under Stage Manager’s supervision, completes other pre-show activities.

Under Stage Manager’s direction, operates the sound board for each performance.

Flyman (may be held by a student)

Under the direction of the Technical Director, assistsin loading, and operates rail during technical
rehearsals.

Assists Technical Director with the pre-show placement of scenery.

Under Stage Manager’s direction, completes other pre-show activities.

If available assists with scene changes on deck.

Under Stage Manager’s direction, operates the rail for each performance.
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xXiv) Deck Lead (may be held by a student)

(1) Under the direction of the Technical Director, assistsin loading in scenery, placing spikes for
scenery, and storing scenery.

(2) Under the direction of the Technical Director, supervises and assistsin loading rail, and may
operate rail during technical rehearsals.

(3) Under Stage Manager’s direction, coordinates the sweeping and mopping of all onstage and
crossover areas prior to house opening.

(4) Under Stage Manager’s direction, coordinates and assists with the pre-show placement of scenery
and properties.

(5) Under Stage Manager’s direction, completes other pre-show activities.

(6) Under Stage Manager’s direction participates in scene shifts and other back stage activities.

xXV) Deck Hand (may be held by a student)

(1) Under the direction of the Technical Director, assistsin loading in scenery, placing spikes for
scenery, and storing scenery.

(2) Under the direction of the Technical Director, assistsin loading rail, and may operate rail during
technical rehearsals.

(3) Sweeps and mops al onstage and crossover areas prior to house opening.

(4) Assistswith the pre-show placement of scenery and properties.

(5) Under Stage Manager’s direction, completes other pre-show activities.

(6) Under Stage Manager’s direction, participates in scene shifts and other back stage activities.

b) Play Selection Committee
Saddleback College Theatre Arts Department has established a play selection committee for the purpose of
selecting ayearly season. The committee bases its decision on a number of criteria which include:
Input from each faculty or staff member who wishes to contribute recommendations.
The need to recruit and retain new students and provide performance opportunities on a priority
basis for our currently enrolled students.
The mission of the Fine Arts Division and Theatre Arts Department.
Selected student learning outcomes in the area of applied theatre.

The committee is made up of various staff and faculty members of the Theatre Arts Department as well as
the Fine Arts Division Dean and meets several times ayear. At thistime student participation is limited to focus
groupsinstigated and lead by faculty or staff selection committee members. If you wish to view afull version of
the Theatre Arts Academic Season Selection Process please contact the Theatre Arts Department Chairperson.

¢) Audition Policy and Standards
1) Preface

To provide learning opportunities that promotes student success; to foster intellectual growth and
individual expression. To this end the Theatre Arts Department will:
- Provide open access to all students for all department productions beginning with the audition
process.
At the beginning of the Fall and Spring Semesters the department will hold general auditions
for that semester’ s productions.

Saddleback College Theatre students receive priority consideration during the casting process.

The Theatre Production Manager will schedule all auditions under the auspices of the Theatre
Arts Department.
ii) Audition Requirements
For plays and musicals, students may be asked to perform in the following audition processes:
1. Perform a prepared monologue
2. Do acold reading
3. Improvise
For musicals students should also be prepared to perform or participate in the following audition processes:
1. 16-32 measure song in the requested theatrical genre
2. Move or dance in the appropriate clothing or shoes
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iii) Audition Expectation and Protocol
Each student is strongly recommended to bring:
1. Headshot for EVERY production for which they are auditioning
2. Current Resume

iv) Adviceto those Who Wish to Audition

As an educational organization we provide unique performance opportunities. We realize that some
individuals may have alessthan stellar audition. It is our belief that a student actor will benefit and learn
just as much in the chorus or a supporting role as they will as aleading character. If you are cast in arole,
we encourage you to accept it.

v) Audition Procedure
Each production will have a separate location for their auditions. Signs will be posted in the Fine Arts
complex directing those who are auditioning to the appropriate audition venue.
To insure the auditions are carried out as efficiently as possible, each venue should have two people
assisting the director:
0 One person should stay in the room to assist the director
o The Stage Manager of the show should be at a table outside the venue to:
- Facilitate setup
Hand out information sheets
Answer gquestions
Give general information
- Hand out and collect audition materials
vi) Casting Process
After call backs and prior to any announcements of casting each Director will meet and collaborate to
identify and resolve any casting conflicts with the Department Chairperson moderating.

d) Production Standards and Practices

1) Rehearsal Guidelines

The following rehearsal guidelines are approved by the full-time Theatre Arts Department faculty
and are henceforth binding on all directors and productions. Please note that all rehearsal time limits must
include: warm-ups, notes, and getting dressed, and apply on a per student basis to a faculty or guest
directed production. See Technical Rehearsal Guidelines for specific standards and Practices for those
rehearsals.

(1) Space Maintenance

It isthe responsibility of stage manager and the cast, under faculty/staff supervision, to ensure that
the rehearsal space isleft clean and neat at the end of each rehearsal. There is extensive use of the
rehearsal/performance spaces, including classes, and all spaces must be kept clean for the next activity.
In most cases, the stage manager or his/her designee is the person who is given this responsibility; but
ultimately the director(s) must see that cleanlinessis maintained. Before leaving, after a performance,
it isthe cast and crew member’s responsibility to make certain that the dressing room and Green Room
are clean--throw away tissues and towels, put away make-up, hang up costumes; remove writing and
make-up from mirrors. Leave it as you would like to find it.

(2) Rehearsal Schedules

Rehearsal schedules will be posted before the full company meeting. This schedule should
include all technical and dress rehearsal's, brush-up rehearsals, photo calls and strike calls. Deviations
from the schedule should be announced well enough in advance for faculty and students to have time
to adjust their schedules (typically 48 hours). Directors should do their best to provide their casts with
as much advanced notice as possible to changes in the rehearsal schedule.

(3) Weeknights

For rehearsals scheduled Monday through Friday, no cast or crew member may be called longer
than four hours per day (except tech week). Rehearsals can go no later than ten p.m. Stage managers
are responsible for informing the directors of the time limitations and for dismissing the actors from
rehearsal.
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(4) Breaks

For every hour of rehearsal, five minutes of break must be given, up to fifteen minutes per four
rehearsal period. This break can be provided at any time during the four hour rehearsal period either at
one time or in segments at the discretion of the director(s). No more than five consecutive hours will
be permitted without at least a one hour meal break.

(5) Weekends

A maximum of six hours will be permitted for rehearsal on Saturday or Sunday (except tech
week).
(6) Recesses

Rehearsal and other production activities should be avoided whenever possible during official,
extended (5 days or more) college recesses. Requests for exceptions to this policy must be submitted in
writing by the faculty member of record to the Fine Arts Dean, who will determine the merit of the
request.

(7) Technical Rehearsals

"Production weekend," "tech week," "dress rehearsals,” "technical rehearsals,” etc., usually begin
on the weekend prior to the first public performance (typically shows open on Friday night).
Occasionally technical rehearsals may begin aday or two earlier for complicated shows. These
rehearsals are mandatory for all concerned. There are no weekend days off during technical rehearsals.
Weekend technical rehearsals can be scheduled between eight a.m. and eleven p.m. Students may only
be scheduled for any aggregate of ten hours out of twelve hours per day on a Saturday and Sunday
technical rehearsal. For these two days a maximum of two rehearsals per day for atotal of not more
than ten hours out of twelve hours per day will be permitted. No more than five consecutive hours will
be permitted without a one hour meal break during these weekend technical rehearsals. Monday
through Friday technical rehearsals can be scheduled for five hours with no meal break. All technical
rehearsals must adhere to the five minutes of break per hour worked rule (see Breaks above). No cast
or crew member may be excused from any of these rehearsals except in the case of a medical
emergency documented by a physician; those who are not in attendance may be immediately replaced
at the Director of the Production’ s discretion. Rehearsals may not run past 10 p.m. without notifying
Campus Safety in advance of the rehearsal.

(8) Performance
Attendance Required No one can be excused from any performance for any reason except in the
case of amedical emergency documented by a physician.
€) Meetings

1) Design Meetings

These meetings are on an individual basis and are between the designers and director(s). They help
solidify the final design concept prior to sharing it with the design team at the Design Presentation.
i) Design Presentation M eetings

These mestings are the first opportunity for the design team and directors to share and integrate their
designs and conceptsin group form. Any Saddleback College student currently enrolled in a Theatre Arts
Department class may attend as silent observers.
Iii) Production M eetings

The design and production team meet on aregular basisto be sure that all elements of the production
are working together and not colliding with each other. Any Saddleback College student currently enrolled
in a Theatre Arts Department class may attend as silent observers.
Iv) Department Meetings

These meetings happen monthly and help bring the theatre faculty and staff up to speed on events
affecting the department.
v) Staff Meetings

These meetings happen weekly and bring the music and theatre staff together to be sure everyoneis
ready for upcoming events.
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vi) Company Meetings

Thisisameeting of all of the members of all the productions being produced that semester; directors,
designers, cast, and crew are required to be present. Company meetings happen once a semester, and as
needed. All students are required to sign up for class at thistime or be dropped from the production. The
Department Chair and Production Manager lead this meeting. At this meeting the company members will
be introduced and the production calendar will be distributed. The director(s) will meet with their cast at
thistime to distribute Add Permit Codes and facilitate student registration for each production. Designers
may wish to take this opportunity to share ideas, approaches, and conceptsin the production’ s directions
and design with the cast and crew.

f) Rehearsal Process

Rehearsal Schedules are an essential component of the syllabus for a production class. It isthe contract
between the student/cast member and the faculty/director. It will provide the goals for each class meeting,
rehearsal and performance expectations. This document will be distributed by the Stage Manager at the first
rehearsal. Be sure to let the Director of the Production and Stage Manager know immediately if there is any
conflict. It iseveryone's responsibility to conduct themselves in rehearsal as they would with any other college
class. Crew members will receive a schedule for the Theatre Arts Department faculty of record for whichever
classthey are enrolled. Each student/cast and crew member must meet the following commitments and
obligations. Asrehearsals are a class, students are not permitted to bring friends and/or guests without written
permission from the instructor(s) of record.

i) Punctuality

Thisis an absolute necessity. If, for some unavoidable reason, any actor or member of the production
staff islate, please call the designated telephone number on your call sheet as far in advance as possible.
i) Absences

In case of illness (severe enough to prevent attendance in rehearsal) either the Director of the
Production or Stage Manager should be notified as far in advance as possible.
Iii) Responsibility

(1) No cast or crew member should leave rehearsal unless dismissed by the Director of the Production
or permission is obtained from the Director AND Stage Manager before rehearsal. As a student,
you are released from class by the instructor of record; as a member of the cast and crew you are
released from the rehearsal by the Stage Manager.

(2) Cast and crew members should maintain complete silence backstage and in the theatre during their
off stage moments.

(3) Cast members should not interrupt the Director of the Production after the rehearsal begins unless
he/she requests or grants interruptions or stops rehearsal.

(4) Cast and crew members are expected to “stand-by” for cues at al times. No one should have to be
called for a cue unless previous arrangement to that effect has been made. Cast and crew members
should not be premature in assuming that the scene they have just finished will not be repeated,
even though the following one has begun.

(5) Complete attention to and cooperation with the director(s), directing staff, and Stage Manager at
all timesis expected. Complete concentration on the rehearsing processis obligatory.

(6) Memorize lines by stated deadlines.

(7) Never talk with nor disturb in any way a member of the company who is about to make an
entrance.

iv) Observation

Actors should observe the work of other actors and as far as possible they should aso try to observe as
many different parts of the play as they can.
v) Scoring Scripts

Actors should bring Pencils with erasers to rehearsals. They must mark all businessin their scripts,
subject to change from rehearsal to rehearsal.
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vi) Care of Scripts

Cast members should mark their scripts with their name, address, phone number, and email address.
Certain scripts and librettos may remain property of the publisher or Saddleback College. Use soft pencil
only for these scripts. In these scripts, any notes made by the cast member must be erased before returning
the script to the Stage Manager.
vii)  Costume Fittings

Costume fittings are scheduled before the first dress rehearsal. Actors must be on time to their
appointments. Cast members must wear underwear at their fitting. Women should wear the bra they intend
to wear during the performance. (Occasionally, bras or corsets are supplied by the Costume Shop for use by
the actress during performances.).

viii) DressCode

(1) Rehearsals
(8) Depending on the style of the piece you are cast in you may need to wear ‘rehearsal skirts,’
and/or loose fitting clothing to allow for movement; or you may need to wear constricting
clothing to better prepare you for stylized clothing. Please check with your Stage Manager at
your first rehearsal.
(b) Your clothing must be appropriate for rehearsal.
() You must provide you own character shoes for health and hygiene reasons.

(2) Work Calls
Always wear work clothes and closed-toe shoes. Avoid loose clothing and jewelry that might
become tangled in machinery or tools.

(3 Running Crews

All stage crew members must wear black long sleeve shirts, black full length pants, black socks
and black closed-toe shoes. The clothing should not have any visible logos. If other then “ standard
show blacks’ are required by the Director of the Production it must be requested during initial design
meetings and is subject to approval by the Performing Arts Director Operations and Costume
Designer.

(4) Front of House Personnel

All FOH personnel must wear professional attire, slacks, dress shirts, and skirts/dresses (for the
ladies) are all acceptable. No denim. Please remember you are the first person the patrons see; you are
the Fine Arts Division’s first impression to the community.

g) Technical Rehearsal Guidelines
Therehearsal or series of rehearsalsin which the technical elements of the show are integrated with the
work of the actors are called technical rehearsals. Technical rehearsals are notoriously frustrating. Actors can
feel like little more than props as they are directed to move from place to place by the Stage Manager for
purposes of checking lighting, etc. During technical rehearsals, al attention is focused onto the technical
elements, or what Aristotle called the “ spectacle”. Scene changes, light cues, sound effects, and costumes are
now the center of the universe. The Stage Manager runs technical rehearsals under the auspices of the Technical
Director. Technical rehearsals are not about blocking (except for how it pertains to lighting and scene changes),
dancing, music, or acting, but rather the art of integrating all of the technical elements and backstage activities
with the onstage activities of the actors and dancers. The sequence of events that make up the technical
rehearsal processis as follows:
1) Paper Tech
A meeting with the stage manager, designers, director, and other appropriate technical personnel (e.g.
technical director) to define and record the series of technical events and elements required to operate
the production. All information is recorded in the prompt script and onto master cue sheets by the
stage manager. Cues, placement of cues, and number of cues may change during the technical
rehearsal process.
ii) Dry Tech
At the start of, or just before, tech week the designers, Stage Managers, and directors will meet without
actors to work out the lighting, audio, effect, projection, and or scenic cues.
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lii) Cue-to-Cue (wet tech)

Thisrehearsal iswith actors and rehearses each technical element one at atime or in small sequences.
Typically, everything between cues is skipped and only lines or actions leading up to the cues and
following the cue are run. How much of the scene and action is needed is decided by the Stage Manager. A
cue-to-cue is about the placement and execution of cues and technical problems and sol utions of those cues,
not on acting, blocking, dancing, or singing or other non-technical elements. Cue-to-cues may be scheduled
with or without performers; this will be determined by the entire production staff. Please check your
rehearsal schedule to confirm your call time.

Iv) First Technical Run or First Tech

Although the previous rehearsals are also technical rehearsals, thisisthefirst to typically be called
“tech”. A tech runisthe first attempt to “run” the show with actors and all technical aspects, excluding
costumes. “Run” does not mean that the rehearsal will run the show non-stop. That may be the goal, but it
isvery rarely the reality. Stops occur when needed for fixes or changes to the technical elements. The
number of technical runs will depend on the particular needs of the show or practices of the company,
venue, school, or stage manager.

v) Costume Parade
At the start of tech week the actors will all ‘model’ their costumes or costume for the director. The
director will approve or discuss changes with the Costume Designer. Not all productions require a
Costume Parade. Please check your rehearsal schedule and/or check with your Stage Manager for
more details.

vi) Dress Tech
Thisisatech run with costumes added. Sometimes the First Dress will include make-up, but usually it
iswithout. Make-up is typically added at Second Dress. Again, stops are till possible.

vii)  Final Dress

Access to Final Dressis subject to the Director of the Production’s approval. The Director of the
Production may cancel audience access for the Final Dress up to and including the evening of the show,
and does not need to show just cause. Audiences are by invitation only, and invites may only be given after
approval of the Theatre Arts Department; typically ASG membership is required for admittance. The goal
isto run the show without stopping; but if something significant goes wrong, the Final Dress may be
stopped by the Stage Manager or Director of the Production.

h) Run of Show

All technicians (crew members) are required to wear black. The preferred uniformis black shirt, black
pants, black socks and black shoes. If you're wearing atank top, or there’ s a white stripe on your shoe, you' ve
completely negated the reason why black is worn. Black allows technicians to not be seen backstage.

You are required to be on time for each call. Y ou are expected to be fifteen minutes early for each call.

It isthe Stage Manager’ s responsibility to, under faculty/staff supervision, be sure all necessary doors are
opened, thisincludes: booth, backstage outer doors, dressing rooms, green room, crossover, etc. It isalso the
Stage Manager’s responsibility to, under faculty/staff supervision, close and lock all doors listed above.

It isthe Stage Manager’ s responsibility, to be sure each performer, musician, technician is here by their
assigned call time.

The Stage Manager is the key person for each performance. The Stage Manager will state when the house
will open, when the performers and musicians need to be ready (regardless of if they feel they are ready or not).

Before each show, it is the actor’ s responsibility to be sure all of their props arein their pre-set locations.
Thisisto be done prior to house opening.

The Stage Manager will announce when the house is open (30 minutes prior to start), 15 minute warning, 5
minute warning, and places to start the show.

The Stage Manager and House Manager collaborate on the actual start time of the show and intermission,
as many times there are patron issues that may delay a performance.

If you're not assigned to the booth, don’t go there.

The cast may be called prior to the scheduled house opening time for a group warm up.

The Cast and Crew are required to maintain a professional behavior at all times. Practical jokes on and off
stage will not be tolerated and may be subject to disciplinary action.
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Dueto logistics of the space, late seating in the Studio theatre will at discretion of the Director of the
Production. Approval for late seating will be made in advance of the design of the show. The Director of the
Production, in consultation with the Director of Performing Arts Operations, may rescind their approval at
anytime prior to the final dressrehearsal. The Director of the Production will work with or provide the House
Manager with places within the show that it would be appropriate to seat late patrons prior to public
performances of the show. The layout of the space should be designed to accommodate late seating when late
seating isdesired. Late seating in the McKinney Theatre will be at the discretion of the House Manager and is
subject to the approval of the Director of the Production.

1) Strike

i) All students and participants in the show are required to participate in strike and possess a productive

attitude. It is part of the class curriculum and subject to a grade.

1) The Technical Director will assign jobs and dismiss both crew and actors.
111) Anyonein atechnical theatre class is required to attend all strikes.

iV) Y ou are required to attend strike and wear appropriate work clothing which includes closed-toe work
shoes. Sandals and flip-flops are not permitted due to safety reasons. Y ou should plan to remove all
dangling jewelry and if you have long hair, pull it back. If inappropriate attire is worn to strike, you
will be given an unexcused absence.

V) Failure to fully participate in strike will lower your class grade by one grade level and will negatively
affect future casting consideration.

j) Post Mortem

A Post Mortem will be held at the end of each production. The Faculty Director, Staff Designers, and the
Production Manager meet and discuss specific aspects of the production. The meeting is for faculty and staff
only, however your input is encouraged; if you have a question, suggestion, or concern about a production you
were involved in please e-mail the production manager.

k) Ticket Policy

1) General Purpose

Thisticket policy is designed to provide complimentary tickets to cast/crew/orchestra members,
provide access for our General Education students, as well as Acting/Musical Theatre/Technical Theatre
students, and generate ticket sales whenever possible during the academic year.

i) Final Dress Rehearsal Attendance

Final Dressis considered the final rehearsal, and its purpose is to give the entire production an
opportunity to make adjustments, and perhaps test the work in front of alive audience. Any instructor of
Theatre Arts may request that their students gain free access to attend a McKinney Theater Final Dress
rehearsal. With the exception of preview/educational nights where tickets are dispersed, Final Dress
rehearsals are not usually ticketed events, and access will be allowed on afirst-come, first-served basis.
Studio productions are very limited in audience capacity, and instructors are encouraged to have their
students purchase tickets in advance. The procedure for Final Dress night will be as follows:

(1) The Theatre Arts Chair will contact the Director of the Production in advance.

(2) If the Director of the Production electsto allow an audience for the Final Dress rehearsal, the
Chair will contact the Director of Performing Arts Operations, and depending on whether there
will be an outreach or some other factor such as ticket demand, they will decide whether the event
will be ticketed or not.

(3) The Director of the Production may cancel audience access for the Final Dress rehearsal, up to and
including the evening of the rehearsal.

Iii) Theatre Appreciation Complimentary Ticket Policy

(1) McKinney Productions

Students enrolled in Theatre Appreciation (TA 20) are given one (1) complimentary ticket to all
non-musical McKinney productions during the academic year. Extratickets must be purchased. If
students are not granted access to the McKinney musical Final Dress rehearsal, students must purchase
these tickets. On occasion, with consultation of the Dean of Fine Arts and the Chair of Theatre Arts,
(non-musical productions with poor audience attendance, or in order to grant an educational
opportunity) students within the Fine Arts Division, or studentsin other divisions will be granted free
tickets, i.e., “papering the house.”
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(2) Studio Theatre Productions
Although instructors may request free access to Final Dress rehearsals, due to limited seating and
other factors, students are encouraged to buy ticketsin advance for Studio Theatre Productions.
2) Safety/Emergency Protocol
a) Emergencies
EMERGENCY PROCEDURES
Campus Police 4444 (From campus phones)
From Cell Phones dial: 949-582-4444
Campus Police (Non-emergency) (949) 582-4585
Orange County Fire/Paramedic 9 + 911 (From campus phones) *
Orange County Sheriff 9 + 911 (From campus phones) *
9-1-1 from any cell phone: Give college address and location on campus.
Saddleback College, 28000 Marguerite Parkway, Mission Vigjo
GENERAL EMERGENCY PROCEDURES
In the event of an emergency within your classroom, office, shop, or area, contact:
Campus Police 4444 (From campus phones)
From Cell Phones dial: 949-582-4444
Orange County Fire/Paramedic 9 + 911 (From campus phones) *
Orange County Sheriff 9 + 911 (From campus phones) *
GIVE LOCATION (building and room or area) AND NATURE OF THE EMERGENCY.
9-1-1 from any cell phone: Give college address and location on campus.
Saddleback College, 28000 Marguerite Parkway, Mission Vigjo
All staff and students are to remain in their assigned area until Campus Police or administrative personnel
give the order to evacuate.
Firealarms will signal all building evacuations except bomb threats. Campus
Police and staff will evacuate buildings or areas if bomb threats occur.

b) Evacuation Procedures
VISUALLY IMPAIRED PERSONS
Most visually impaired persons will be familiar with the immediate areathey arein.
1. Tell the person the nature of the emergency.
2. Offer to guide him/her. (Thisisthe preferred method when acting as “ Sight Guide.”)
3. Asyou walk, tell the person where you are and advise of any obstacles.
4. When you have reached safety, orient the person to where he/sheis.
5. Ask if any further assistance is needed.
HEARING-IMPAIRED PERSONS
Persons with impaired hearing MAY NOT perceive emergency alarms.
VISUAL ...
1. Turn light switch ON and OFF to gain attention.
2. Gesture
a. What is happening?
b. What to do
—0OR-
WRITTEN INSTRUCTION ...
1. Define the emergency on paper or blackboard.
2. Give nearest evacuation route — see posted map.
CRUTCHES—-CANES-WALKERS
1. Persons should be treated as if they were injured.
2. Carry options:
a. Use two-person locked-arm-position “chair.”
b. Have the person sit in asturdy chair (one with armsis the best). If possible, secure in chair with a belt or
rope.
c. If more than two flights of stairs, arelay team may be needed.
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NON-AMBULATORY PERSONS

IMPORTANT: People in wheelchairs who have respirators attached MUST have priority assistance if
there is smoke or fumes astheir ability to breathe is serioudly jeopardized.

WARNING: Some people have limited ability to move. Lifting them may be dangerous to their health!
ALWAYS consult the person first asto their needs.

Evacuation WITHOUT a chair:

THINGSTO CONSIDER ...

1. Ways of being removed from chair.

2. The number of people required for assistance.

3. Whether to extend or bend extremities when lifting because of pain, catheter, leg bags, or braces.

4. Whether a stretcher, chair with cushion pad, car seat, or paramedics assistance will be needed after
evacuation.

Evacuation WITH a chair:

1. Power ed chairs— turn off motor and remove batteries before transporting.

2. Secure person in the chair with seat belt or waist belts, and lock foot rest.

3. Many wheelchairs have weak or movable partswhich are NOT constructed to withstand the stress of
lifting.

4. Lift chair using RIGID FRAME AREASONLY (such as hand grips on the back of the chair and leg
bars) if being carried forward or backward down a flight of stairs.

IF CARRYING DOWN MORE THAN TWO FLIGHTS OF STAIRS, A RELAY TEAM MAY BE
NEEDED.

c) Emergencies During Perfor mance
Remain calm. Remember the audience and performers will react to your demeanor, if you are calm, they’re
more likely to remain calm. Please read a) Emergencies, and b) Evacuation Procedures

d) Fire/Disaster Evacuation Proceduresfor the Fine Arts Complex

FINE ARTS (FA)

All staff & students evacuate to your assigned area when FIRE Alamm
spunds of as instructed by Campus Police.

G - Grass Area N/E of Lot #12
1. Fine Arts 100, 200, 300, McEinnev Theater
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e) Earthquake Protocol
1. STAY CALM — Do not panic and run.
2. Remain whereyou are: Indoorsor Outdoors.
3. INDOORS:
a. DUCK, HOLD, and COVER — Under adesk or sturdy table.
b. Hold onto desk or table. If it moves— move with it.
c. Stay away from windows, bookcases, file cabinets, heavy mirrors, hanging plants, and other
heavy objects that could fall.
d. Watch for falling plaster or ceiling tiles.
e. Stay under cover until the shaking stops.
f. If in a multistory building and you are NOT NEAR a desk or table, move against an interior
wall and protect your head with your arms.
g. DO NOT USE THE ELEVATOR.
h. Do not be surprised if the fire alarm or sprinkler system is engaged.
i.Ifinalibrary or officearea, DO NOT rush for an exit. Move away from bookshelves and
display cases containing objects that could fall.
j. If in astadium or theater-type seating, stay in your seat and protect your head with your arms.
DO NOT try to leave until the shaking is over.
k. If in awheelchair, stay in it and moveto cover. If possible, lock your wheels and protect your
head with your arms.
4. OUTDOORS:
a. Get asfar away from buildings as possible.
b. Goto aclear area and stay away from walls, light poles, and downed wires.
c. If on sidewalks near a building, duck into a doorway to protect yourself from falling objects
and debris. The greatest point of danger isjust outside of doorways and close to an outer wall.
5. If Possible, tune your FM radio to the Saddleback College radio station (KSBR 88.5 FM) for
information on campus conditions, class closures, or campus evacuation.
6. DO NOT EVACUATE - unlessinstructed to by Campus Police, administrators, or the situation requires
an immediate evacuation.

3) Production Shop and Lab Palicies
a) General Production Shop/Lab Policies

Students are not allowed to work in production shops and labs without staff or faculty being present. It is
never safe to work in a production shop alone. No tools or equipment may be used without first receiving a
safety orientation by the designated Saddleback College Theatre Arts staff or faculty member. In all our work
SAFETY ISA PRIORITY AT ALL TIMES. Your tasks must be scheduled and executed with due care for
the well-being of all persons working and observing the work (or, indeed, just walking by) and of our theatre
building and its equipment. Theatre work of ALL kindsis hazardous and those who practice it often have the
lives of their fellow workers and audience membersin their hands. In the interest of the highest possible
standards of safety in our shop and on our stages, any report of unsafe equipment, facilities, or practices shall be
welcomed as a sign of conscientiousness and professional competence.

No person shall work in the shops while under the influence of drugs or acohol. Prescribed drugs which
could cause drowsiness, lightheadedness, or disorientation should also not be used. Any student using such
prescribed medications should notify both the faculty and staff in charge. Any person removed from the shops
for the above reason shall not be allowed to return unless authorized by the administration.

Any time that you have a problem with any tool or machine, bring it to the attention of the staff so they
may assist you. Never attempt to repair or adjust any machines. If a machine or tool is accidentally damaged,
bring it to the attention of the staff. DO NOT try to hide or cover up any damages.

IFYOU DON'T KNOW - ASK! Thereis no such thing as adumb question, only dumb mistakes and
injuries.

In case of an emergency, accident, or any instance in which there is blood exposure, Campus Public Safety
should be contacted by dialing 4444. Because of liability issues, students who administer medical care do so at
their own risk. Students should also make appropriate efforts to notify their supervisor. Campus Safety provides
service 24 hours aday, 7 days per week. All students using departmental facilities and resources are expected
to work in a safe and responsible manner. Report any unsafe elements or practices to any Saddleback College
Theatre Arts staff or faculty member.
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Therole of laboratory and production shop supervisorsin most medical emergenciesis as a facilitator, not
as someone qualified to actually give any medical assistance. In the event of a medical emergency or accident
call (or have someone call) 4444. All production shops and work spaces are supplied with first aid kits. These
locations should be clearly marked and easily accessible by all. The locations of first aid kits and other
emergency equipment will be pointed out during your safety orientation.

b) Costume Shop
The costume shop islocated in FA 309.

i)

i)
i)
iv)

v)
Vi)

Students are not to enter the Costume Shop storage or Costume Shop areas without permission of the
Staff Costume Designer/Costume Shop Supervisor.

ABSOLUTELY NO ONE isto remove a costume without permission of the Costume Shop

Supervisor.

Costume Shop equipment; sewing machines, washer, dryer, irons and others may be used only with
permission of the Costume Shop Supervisor.

Do not remove any equipment (such as scissors etc.) from the shop without the permission of a
Costume Shop Supervisor. If you are granted permission to borrow equipment please return the
equipment as soon as you finish with it.

Shoes must be worn in the costume shop at al times.

If using power equipment such as sewing machines, long hair must be pulled back and secured.

vii) All spray painting must be done outside.
viii) When done working please clean off all workspaces; table tops and machine areas. Pick up straight

pins and other tools and return them to the proper storage area. Return all notions, bobbins, threads,
extrafabric etc. to proper storage areas. Please check to make sure that whatever you are throwing
away is scrap and not a pattern piece or garment piece.

iX) Although personal listening devices (ipod) are alowed while working in the Costume

Shop it is not recommended.

c) Scene Shop
The scene shop is located in FA 303.

)

Proper Attire

(1) Noloose, long or baggy clothing. It can get caught in moving parts and machinery or snagged on
splinters etc.

(2) Wear shoes with good, non slippery soles that cover the whole foot; no sandals or dress shoes.

(3) No gloveswhile using power tools. (Again, these can get caught in moving parts of machines.).

(4) No skirts (jeans are best).

(5) Nolong or largejewelry. It can get caught on things and may get ruined; it can also get caught and
pull you into the tool.

(6) Wear clothesthat will protect you from dust, etc.

(7) You will get dirty and stained. Bring work clothes. (There are lockers available.).

(8) Long hair must be put up or tied back and put down your shirt. A cap isagood way to keep your
hair up also.

(9) Long sleeves are required for welding.

(10) No headphones, MP3 players, etc. You can't hear when being warned of dangers or given
instructions.

General Safety

(1) The most obvious safety ruleisto be careful. Pay attention to what you are doing and do not rush.
Repetitious jobs are more likely to cause inattention. Try to avoid monotony and boredom.

(2) Avoid danger by using common sense. Do not hurry and cut corners on safety.

(3) Keep the shop and work areas clean and safe

(4) Clean up your work area at the end of your work shift.

(5) Do not leave tools and supplies out unnecessarily.

(6) Do not let your work area become too cluttered; this can lead to trip hazards. Clean as you go.

(7) Remove nails and screws from used lumber.

(8) Do not leave long sticks in trash barrels. They can poke othersin the eyes.

(9) Do not block fire extinguishers, doors, or marked tool-safety areas.

(10) Keep pathways to fire exits and for crossing the shop clear. It can be dangerous having to carry
large items while walking over lumber and trash.
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iii) Fire Safety

(1) Most of the materiasin the shop are combustible.

(2) Non- water based paints, spray paints, non- water based adhesives & flammable items and are kept

in aspecial cabinet.

(3) Welding and grinding produce sparks. Paper, sawdust, oil, and all flammable items must be

moved away from the work area during these procedures.

(4) Know where the Fire Exits are in the shop.

(5) Know where the fire extinguishers are and what types we have in the shop.

(6) No smoking!!!!

iv) Power Tools

No tools or equipment may be used without first receiving a safety orientation by a qualified
Saddleback College Theatre Arts Staff or Faculty member.

Each power tool hasits own set of safety rules. They are safe when properly used, but they can cause
serious accidents when misused. Y ou will be trained on each power tool before you use it. Power tools can
throw debris at you, so eye or face protection is necessary. Ear protection from loud noise is also necessary.
Make sure the work surface and floors are clear, and get EVERY THING ready before you hit the ON
switch. Students may NEVER operate unguarded power tools.

Sometimes there is a strong temptation to remove safety guards when they seem to complicate the
work. If you think you need to do something without the standard blade guard, stop and ask the staff. In
cases where a guard must be removed, ajig will be put in its place to allow for safe operation of the tool
and still provide adequate protection to the user.

Pneumatic tools are power tools also. Y ou must learn each one before use. They aso have safety
guards. Do not ever defeat the safety or use the toolsin a manner they were not made for.

v) Hands

Hands are most susceptible to injury. Watch the cutting edge of any tool, especially the power tools,
and be aware of where your hands are in relation to it. Pay attention and do not get distracted. Thereisa
dangerous temptation to hold parts together with one hand while shooting pneumatic tools with the other.
Sometimes staples and nails turn inside the wood and poke out where you do not expect them.

vi) Personal Protection Equipment

The shop will provide you with safety equipment. If you have any questions or doubts, ask the shop
staff. Your safety isour concern. We will never knowingly put you in a position to be over exposed to
hazardous materials. We welcome questions if you have any. We will attempt to explain things to you. You
are encouraged to request safety equipment. Our goal isto make you safe and comfortable when
performing duties in the shop.

(1) Respirators

Students cannot be properly fitted and therefore should not use any respirators. Employees of
Saddleback College will go through O.S.E.H. respirator program before using respirators.

(2) Dust Masks

Comfort masks are available for |ab students. These are for use for comfort from saw dust and
other airborne irritants. They will do nothing to protect from fumes and vapors and other assorted
toxins. Read the box for instructions on how and when to use these.

(3) Ears

We have earmuffs and earplugs for high noise jobs.
(4) Eyes

Eye protection isrequired at all timesin the shop.
(5) Health Hazards

Saddleback College’s Scene Shop is mainly a wood-working shop, the use of dust masks may help
prevent some dust particles from getting in the nose. (These are not for lung protection from vapors
and fumes.).

Paint solvents, adhesives, and welding produce toxic fumes. Do not spray paint in the shop. Go
outside (and use brown paper to prevent over spray). For contact adhesive, we have latex products that
are water soluble.
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vii) Ladders

Working on ladders and scaffolds presents a potential for afall. If you must use aladder, always have
someone there to foot and hold the bottom for you. Do not stand on the top or any steps the safety labels
indicate. Before you get on aladder, make sure that all four legs are firmly on the floor. Do not leave tools and
hardware or anything heavy on top of aladder. Thiswill lead to the next person who moves the ladder getting
hit in the head by a falling object. When you are working above or on aladder you must take extra precautions.
Y ou need to be aware of overhead scenery and lighting instruments and electrical cables. Do not have loose
itemsin pockets that may fall and whenever possible, tools should be attached to you. If you can't attach tools,
extra precautions must be made to keep people below aware of you and your work.

viii) Personnel Lift

Only authorized, properly trained, qualified persons may use or operate the personnel lift.

The operating and maintenance instruction manuals must read before use and followed.

Load limits of the unit must not be exceeded.

Malfunctions or unsafe operational conditions must be reported. Equipment, which is not in proper
operational condition, can not be used.

The personnel lift can not be used unless the basket is closed and the outriggers are in place.

Operators must not stand or sit on top of the edge of the basket or on ladders placed in the basket.
Operators feet shall be on the floor the entire time that he/she isin the basket.

The personndl lift, together with the operator in the basket, and all tools and equipment must maintain
proper clearances from overhead obstructions

d) Sound Lab
The sound lab is located | Consumption of food or beverage while utilizing the

sound lab is not permitted. Use of the equipment is restricted to those authorized by Technical Theatre Faculty
or the Staff Lighting/Sound Designer.

e) FineArtsDivision Computer Lab

Presently the Fine Arts Division does not have a dedicated computer lab for student use. If you are in need
of acomputer please ask your instructor for assistance.
f) Properties

The properties closet islocated outside the scene shop roll up door. A portable locking cabinet will be
provided for each production. All properties must be checked out by the Technical Director, outside use of
scenic elements including properties must be approved by the Director of Performing Arts Operations.
g) Lighting

Lighting equipment is distributed throughout the building. If you are assigned to work with lighting
equipment, you must wear closed-toe shoes, and bring an adjustable (Crescent) wrench. If you have difficulties
working with heights, be sure your supervisor is aware of your limits. Do not remove or move any equipment
without permission of the Staff Lighting/Sound Designer.
h) Scenery Storage

Scenery Storage islocated in various places across campus. All scenery must be checked out by the
Technical Director and approved by the Director of Performing Arts Operations.

i) Costume Storage

The Costume Storage Areas should only be entered by Costume Shop staff or those who have been
authorized to enter by the Costume Designer.

The Saddleback College Costume Shop does not rent costumes. Costumes may be loaned to full-time and
part time faculty in the Saddleback College Theatre Arts Department for classroom or theatre use by
Saddleback College students, staff, or faculty. The Director of Performing Arts Operations and the Dean of Fine
Arts may also request costumes for college events. The Costume Shop does not loan to individuals or to outside
groups. It is greatly appreciated by the Costume Shop that when a faculty member desires costumes at least a
day’ s notice be given.

Saddleback College faculty, staff and administrators outside of the Theatre Arts Department who request
costumes for Saddleback College events will have their requests considered on an individual basis. This same
policy will apply to Saddleback College Student Government Officers. In all cases, requests should be made at
least aweek prior to the event.
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4) Appendices

a)

b)

Theatre Organizations

i) KC/IACTF

Kennedy Center/American College Theatre Festival - Through state, regional, and national
festivals, KCACTF participants celebrate the creative process; see one another's work, and share
experiences and insights within the community of theater artists. The KCACTF honors excellence of
overall production and offers student artists individual recognition through awards and scholarshipsin
playwriting, acting, criticism, directing, and design. The KCACTF isayear-round program in eight
geographic regions in the United States. Regional activities are coordinated through eight KCACTF
regional chairs and eight KCACTF playwriting awards chairs. With funding and administrative support
from the Kennedy Center, the regional chair coordinates with the Co-Managers of KCACTF all aspects of
the adjudication of productions on the local and regional level and supervises regional-level KCACTF
award competitions. The playwriting chair works with schools that have entered new and student-written
plays by providing expertise in the development of new scripts--assessment specifically designed for a
developing play--and by providing information on the numerous playwriting awards offered. In January
and February of each year, regional festivals showcase the finest of each region's entered productions and
offer avariety of activities, including workshops, symposia, and regional-level award programs. Regional
festival productions are judged by a panel of three judges selected by the Kennedy Center and the
KCACTF national committee. These judges in consultation with the Artistic Director select four to six of
the best and most diverse regional festival productions to be showcased in the spring at the annual
noncompetitive national festival at the Kennedy Center, all expenses paid.

Since itsinception, KCACTF has given more than 400,000 college theater students the
opportunity to have their work critiqued, improve their dramatic skills and receive national recognition for
excellence. More than 16 million theatergoers have attended approximately 10,000 festival productions
nationwide.

i) USITT

United States Institute for Theatre Technology, Inc. isthe association of design, production, and
technology professionalsin the performing arts and entertainment industry. The mission of USITT isto
actlvely promote the advancement of the knowledge and skills of its members by:

Promoting research, innovation, and cregtivity by sponsoring projects, programs, and symposia

Disseminating information about aesthetic and technologica developments; Providing opportunities for

professional contacts and networking

Producing the USITT Annual Conference & Stage Expo; Participating in the development of industry

standards; Promoting and sponsoring international alliances and activities

Advocating safe, efficient, and ethical practices

Sponsoring exhibits of scenery, costumes, lighting, sound, stage technology and architectural designs

Recognizing excellence and significant contributions in the performing arts and entertainment industry.

Forms

1) Incident Report

Ii) Rehearsal Report

1) Perfor mance Report

IV) House Manager Report —McKinney

V) HouseManager Report - Studio

Vi) McKinney Stage Manager Performance Checklist
Vii)  Studio StageManager Perfor mance Checklist
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South Orange County Community College District
Office of Risk Management

INCIDENT REPORT

“DistrietCollege Propety = yee e
Loss/Thefl/Damage: -+~ =0 - Conduct/Medical: = 0 | Medical/Crime/Conduct: Do
=  Campus Police =  Campus Police =  Campus Police »  Campus Police
College Budget Mgr. = VP of Student Services = Vice President »  Risk Management
Vice President = Risk Management
Risk Management/Benefits
Facility Management
Technology (if applicable)

“Miscellansous:

Person PreparingReport =~ . = Officelocation = = | Office extension:

_Date of Incident . Timeoflincident .~~~ locationofincident ==~
L]AM.
[ ]P.M.

_Date Reporting ~~ Was Campus Police Contacted?  Name of Campus Police Officer:

[]Yes, [1No

Name of Withess(es); Address & Telephone:Number

-Explanation: (Include name and student ID/employee 1D of all personsiinvolved).

“Person Preparing Report Signature. .~ T IDaig

AdminIStratorlmanagerSignature g RN g RN g RN g RN g RN g RN g Date g

February 2007

C:\Documents and Settings\crogers1 2\My Documents\Handbooks\IncidentReport.doc
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Saddleback College Theatre Arts
Rehearsal Report

Show Name:

Director: Rehearsal Start:
Musical Director: Break:
Choreographer: Resume:
Rehearsal: Break:
Day, Date, & Time: Resume:
Location: Break:
Stage Manager: Resume:
ASM: Rehearsal End:
Name:

Scenery Notes:

Prop Notes:

Costume Notes:

Light Notes:

Sound Notes:

Script Notes:

Schedule Notes:

In Attendance:

Absences:

Late:

Extra Notes:
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Saddleback College Theatre Arts
Performance Report

Show Name:

Director: Crew Call
Musical Director: Actor Call
Choreographer: Crew Meeting
Day, Date, Time: Mic Check
Location: House Open
Stage Manager House is ours
Assistant Stage Act 1 Start
Manager(s): Act 1 End
Act 2 Start
Act 2 End

Scenery Notes:

Costume Notes:

Light Notes:

Sound Notes:

Script Notes:

Schedule Notes:

In Attendance:

Late:

Absent:

Extra Notes:
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